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Overview 
WebCUR's ListServ capabilities facilitate electronic based distribution lists. These mailing lists can focus 
on any type of discussion, for example one list may be dedicated to discuss a particular subject or a list 
can enable electronic discussion of a particular group or committee. 
 

Getting Started 

1. You will first need to login to the WebCUR System, using your Med-Media provided username and 
password. 
 

 
  
 
2. Proceed to the toolbar at the top underneath the WebCUR banner.  You should see a subtitle entitled 
“Virtual Office”.  Click on that and continue down to the dropdown portion of the menu and click on 
“WebCUR ListServ” 
 

 
 
 
3. This page has all the available ListServ’s available to your individual login account.  There are those 
“Available Lists” that you are not subscribed to, and the “Lists Currently Subscribed”, which you are 
subscribed to.   If you want to subscribe or unsubscribe to a list, simply check the box for the particular 
list, and then click on either the “Subscribe” or “Unsubscribe” buttons. 
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If you simply want to manage the ListServ, click on that particular name.  This is how and where you will 
manage all things related to your particular ListServ.  
 
 
4. The toolbar on the left are the available options to configure and manage your ListServ.  Below is an 
image and a brief description for all the options. 
 

 

Send A List Message – This is where you send a list message out to 
all users and enter the contents of the message 
Send A Web Page-  Enter and web address and it will then be sent 
Send A List Invitation- Send an invitation to an email address to join 
 
Manage List 
Change List Information – Manage List Information, such as list name, 
main email address, list description, privacy message, and address. 
Change Your Password – Change current user password 
Mailing List Options- Hide list, close list, validate emails option, 
Subscribe and Unsubscribe Options, Emails, and Notifications 
Sending Options- Outgoing email and batch email options 
Group Options-  
 
Manage Subscribers 
View – View subscribers 
Add – Add subscribers 
Remove – Remove subscribers 
Statistics – View statistics on subscribers 
Black List Rules  – Manage rules to disallow subscribers 
 

Manage List Archive 

View Archive – View list of all ListServ emails sent 
Archive Options – Options for archiving ListServ contents 
 

Manage Copy 

Email Message – Customize email messages sent by the ListServ.  
HTML Messages – Customize html messages sent by the ListServ.  
Create a Back Link  – Feature not available 
 
Manage Appearance  
Edit Template -  
Subscription Form HTML -  
 
Logout – Sign out of ListServ management 
 
Sign Into Another List – Sign into another ListServ 
 
Plugins – None Available 
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Send A List Message 
Basic View 

 
Subject- A user defined field which will be 
the message header of the ListServ.  
 
Format- A drop-down pick list where the 
user can select between Plain Text, HTML, 
Plain Text – HTML tags stripped, HTML – 
plain text version will be created 
 
Send Test Message To Owner – This will 
only send the owner of the ListServ the 
message as a test 
 
Send List Message- This will send the 
ListServ message to all users in the list 
 
I’m sure – Check this to bypass 
confirmation popup 
 
Open in a new window  – This will open 
the ListServ message being sent in a new 
window 

 

Advanced View 

From- List message From email 
name and address 
Reply-To – Default email to reply to 
Precedence  – Select from List, Junk, 
or Bulk 
Priority – Highest to Lowest 
Subject – Subject of List Email 
Attachment1, etc – Add one to 
multiple email attachments to the 
ListServ email 
 
Options –  
HTML Version uses attached images 
– Check this to attach images to 
HTML email 
Archive This message – Check to 
archive 
Apply the list template to the HTML 
message – Check to apply list 
template to HTML message 
 
Start this mailing at this address or 
Start this mailing at email number- 
Use this option for dropped mailings 
by entering the position to re-start the 
send 

-----
----------------------------------------------------------- 
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Send a Web Page 
Message Subject: Subject of the Web 
Page ListServ message 
 
Web Page Address (URL): This is the 
web URL, or web page address, in 
which you will be sending.  The 
ListServ then takes that page, and 
creates that page, where it then sends 
that out to your email list.  As stated, its 
advised to send a test message to 
yourself (the owner) as sometimes the 
page will not appear as it does in the 
browser. 
 

Advanced Options  
(This option can be hidden or shown by clicking 
on the Show/Hide Advanced Options) 

 
Images at this location should:  
a. Have their URLS changed to 
absolute – images retrieved from URL 
b. be embedded in the message itself 
using the ‘Content-Location’ header – 
images saved in message using 
Content-Location 
c. be embedded in the message itself, 
using the 'Content-ID' header – images 
saved in message using Content-ID 
 
Restricted URL Information 
The username, password, and proxy 
fields are used for restricted sites and 
must be entered for the web page to be 
properly sent. 
 
Plain Text Version – Used for cases 
when a person on the list does not 
have html compatible email – this is 
what they would view. 
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Send a List Invitation 

Your Invitation List – This is 
where you enter the email 
addresses to send the 
invitation.  You can either hit 
Enter after each name or 
separate them by a comma. 
 
Subject: - What the Subject 
line will say in the Invitation list 
email 
 
Text Message – Contains the 
form email that will be sent out 
for the invitation.  Note the 
words such as [list_name], 
which is simply the name of 
the list - are called “tags” and 
are used throughout in the 
ListServ.  (See Tag Table 
below) 
 
HTML Message – Contains 
the form HTML message that 
will be sent out for the 
invitation.  Again note the tags 
that can be used. 
 
Save these messages and 
the subject for future 
invitation messages – Check 
this option to save this 
template for future use. 
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Tag Table 

This Tag Is Replaced With 

[subscriber_email] The e-mail address of the subscriber 

[list_name] The name of your list 

[list_info] The description of your list 

[list_privacy_policy] The privacy policy of your list 

[list_owner_email] The list-owner's e-mail address 

[list_admin_email] The list-administrator's e-mail address 

[program_url] 
The url of this script, 
http://demo.webcur.com/webcur2/apps/ems/skins/demo/listserv/mail.cgi 

 
 

 
 
Change List Information 
Short name- This is used for technical 
purposes 
 
Name of List – Enter or edit default name of 
list 
 
Owner Email – This is used as the owner 
email of the ListServ.  This is used frequently 
in the operation of the ListServ, as well as 
the option of sending tests to this email 
address. 
 
List Administrator – This email address is 
used for sending email errors to.  By default 
it sends it to the owner. 
 
Description of Demo ListServ – A 
description of the ListServ 
 
Privacy Policy – Enter a privacy policy 
explaining how email addresses will be used. 
 
Physical Address – This is the physical 
address associated with this mailing list.  
This can be changed to your current location. 
 
Clear/Save Changes – To clear all changes 
and revert back, click on Clear Changes.  To 
Save changes click on Save Changes. 
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Change Password 
 
This area allows you to change your 
ListServ password.  Simply enter your 
old password, then enter and re-enter the 
new password. 

 
 
Mailing List Options 
General 
 
Hide Your List - This list will not be shown on 
the WebCUR ListServ main screen, have a 
list page, or be shown anywhere else to 
subscribe to. People will still be able to 
subscribe/unsubscribe with the proper 
information 
Close Your List - No one will be allowed to 
subscribe to this list, subscribers can only be 
added via from the administration control 
panel. People can still unsubscribe at any 
time 
Lookup Hostnames When Validating Email 
Addresses- When an email address is 
submitted to be validated, the domain of the 
address will be checked for its existence. 

Subscription Confirmations 
 
Send Subscription Confirmation Emails - 
Subscribers will have to reply to a 
confirmation e-mail sent to their address. 
STRONGLY recommended. 
 
If submission for subscription 
confirmation is successful, redirect to this 
URL – Web site where user will be redirected 
to after subscription is successful. 
 
If submission for subscription 
confirmation failed, redirect to this URL:- 
Web site where user will be redirected to after 
subscription is successful. 
(Mailing List Options Continued) 
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Subscriptions 

Receive Subscription Notices 

Check to be notified every time someone 
subscribes to your list with a short email. 
  

Send Subscription Successful Emails 

Check to enable to receive an email after a 
person subscribes. 
  
If a subscription is successful, redirect to 
this URL: Check to enable and enter the 
successful URL 
  
If a subscription failed, redirect to this 
URL: Check to enable and enter failed URL    

Unsubscription Confirmations 
 
Send Unsubscription Confirmation Emails 
(Double Opt-Out) – Check to enable 
  
If submission for unsubscription 
confirmation is successful, redirect to this 
URL – Check to enable and enter successful 
URL   
  
If submission for unsubscription 
confirmation failed, redirect to this URL – 
Check to enable and enter unsuccessful URL 
       

Unsubscriptions 

Receive Unsubscription Notices 

Check to be notified every time someone 
unsubscribes to your list with a short e-mail 
  
Send Unsubscription Successful Emails 
Check to receive an email after a person 
unsubscribes. 
  
If an unsubscription is successful, redirect 
to this URL: Check to enable and enter 
successful email 
       
If an unsubscription failed, redirect to this 
URL: Check to enable and enter failed URL 
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Sending Options 
It is strongly recommended that you contact 
your system administrator and Med-Media 
before changing any of the Sending Options 
SMTP settings.       
Send E-mail Using SMTP – Check this to 
send all e-mail from WebCUR ListServ using a 
straight SMTP connection instead of through a 
mail program such as sendmail.  See the next 
section for SMTP settings. 
 
Enable Batch Sending You must enable 
batch sending for batch sending to start 
working (check to enable). Lists under 100 
people may not need it at all.  Below choose 
the number of messages to be sent out every x 
amount of seconds. 
 
Receive Batch Confirmations Check to 
receive notices by e-mail every time a batch is 
complete. You'll be told what batch WebCUR 
ListServ is on and how many people have 
received your message so far. 
 
Receive Finishing Message Receive notice 
by e-mail when WebCUR ListServ has sent all 
your list messages. 
 
Click on Advanced to see further batch options 
(see following section after SMTP settings for 
further options). 
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SMTP Settings 
It is strongly recommended that you contact 
your system administrator and Med-Media 
before changing any of the Sending Options 
SMTP settings.  
 
SMTP Server- The server name or IP address 
of the SMTP server 
 
Port - The port of the SMTP server 
 
Connection Tries - Number of times it tries 
connecting to the SMTP server before quitting. 
 
Use SMTP Authentication (SASL) – Check to 
enable and then enter username and password 
to authenticate to SMTP server. 
 
Use POP before SMTP Authentication – 
Check to enable this option.  Then enter POP3 
server name or IP address, then enter the 
username and password. 
 
Click on the Test POP-before-SMTP settings 
button once to test the entered settings. 
 
Set the Sender of SMTP mailings to the list 
administration email address 
Check to enable this which will ultimately set 
the 'Return-Path' email header to the list 
administration email address 
(webmaster@med-media.com), and bounced 
messages will return to that address. 
Otherwise, they will go to the list owner. 
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Advanced Sending Options –  
It is not recommended changing any of these 
settings, unless you are sure of what you are 
doing, or else contact Med-Media before 
proceeding. 
Default Precedence of Bulk Mailings - Select 
precedence for Bulk Mailings from the drop-
down list 
 
Default Priority of Bulk Mailings - Select 
priority for Bulk Mailings from the drop-down 
list 
 
Default Character Set of Mailings – Select 
character set of mailings from the drop-down 
list. 
 
Default PlainText Message Encoding - 
Select plain text encoding of mailings from the 
drop-down list. 
 
Default HTML Message Encoding - Select 
HTML message encoding of mailings from the 
drop-down list. 
 
Default Content Type of Mailings - Select 
content type of mailings from the drop-down 
list. 
 
Send all e-mails with only the address in the 
'To' and 'From' message headers – Check to 
enable this feature 
 
Print list-specific headers in all list emails – 
Check to enable this feature 
 
Add the Sendmail '-f' flag when sending 
messages, using /usr/sbin/sendmail - Check 
to enable this feature 
 
Print the 'Errors-To' header in all list emails 
- Check to enable this feature 
 
Print the 'Return-Path header in all list 
emails – Check to enable this feature 
 
Use the Habeas Warrant Mark - Check to 
enable this feature 
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Group Options 
Make Your List a Group List  
Check to allow everyone subscribed to 
your list can send to e-mails to everyone 
else on your list. 
  
Allow Variable Interpolation In Group 
Mailings  
Check to enable this feature.  Variable 
Interpolation means that pseudo tags like 
this: [program_url] will be changed to 
what they really are  
  
Only Allow Plain Text Messages To Be 
Sent From Group Members  
Check to enable the ability so that only e-
mails seen as being plain text (no HTML) 
will be allowed to post to the group 
  
Add the list name to the subject of 
group mailings  
Check to enable so that the list 
messages will be sent out with the list 
name at the beginning of the message, 
surrounded by brackets. This helps 
subscribers with identifying an e-mail 
message that originates from your list. 
  
Automatically have replies to 
messages directed to the group  
Check to enable.  A 'Reply-To' header 
will be added to group list mailings that 
will direct replys to list messages back to 
the list. 
  
Send Posters Their Own Message  
Check to enable.  People who post 
messages to the list will receive their own 
email messages. 
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Manage Subscribers 
 
View 
This area displays all of the current 
subscribers to the ListServ.  You can 
check all of the names in the list, or 
uncheck all by clicking on the links.   
 
Unsubscribe Checked Emails- After 
checking selected email addresses, you 
can then click on Unsubscribe Checked 
E-mails to remove the selected email 
addresses. 
 
Search Addresses – Enter a specific 
email address and then enter click on 
Search Addresses to find a specific email 
address 
 
Open List in New Window  – This will 
open a new window in which the list will 
show up in text format 
 
Send list to List Owner – This will send 
a text file of all list subscribers to the List 
owner 
 
View Options – This will open up a new 
screen which allows the number of 
subscribers at one time 

 

 
 
Add 
To add email addresses to the ListServ, 
enter each name and then either separate it 
by a comma, or hit the Enter key (carriage 
return).  Then click on “Submit E-mail List”.   
 
Skip Confirmation Screen – After clicking 
on “Submit E-mail List”, by default it will then 
proceed to take you to a confirmation screen.  
If you would like to bypass this screen, check 
“Skip Confirmation Screen”. 
 
Alternatively, there is the ability to import 
from a file containing the email addresses 
that you would like to be added to the list.   
The file should be in a comma separated 
values format (.csv) or be separated by a 
carriage return.  Click on Browse… to select 
the file.  For more information please contact 
Med-Media. 
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Remove 
To delete an e-mail address, enter it into 
Your Delete List. You can also pick the e-
mail from Your Subscription List (if 
available). Scroll through the e-mail 
addresses, select it and press Copy to 
Delete List>> . After you are finished, 
press Submit E-mail List.  By pressing 
Re-Enter E-mail List, this will clear 
everything currently under the Your 
“Delete List” box. 
 
Alternatively, you can remove email 
addresses by using a file containing the 
email addresses you would like to be 
removed to the list.  The file should be in 
a comma separated values format (.csv) 
or be separated by a carriage return.  
Click on Browse… to select the file.  For 
more information please contact Med-
Media. 
 
Search Addresses - Enter a specific 
email address and then enter click on 
Search Addresses to find a specific email 
address.  If it finds the email address, 
you can then delete the address by 
checking the name and clicking on 
“Delete Checked” 
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Subscriber Statistics 
Subscriber Statistics can be used to break 
down the different email addresses and the 
ISP’s or popular email services and their use 
in the current ListServ.  
 
If you wanted to see all the addresses with a 
.com you could click on .com and it will show 
you all those addresses.  The same for the 
ISP’s or services of emails.  You can view all 
the AOL, Yahoo, Hotmail, etc services. 

 
 

 
 
Black List Rules 
A black list is like a set of rules that say who 
cannot subscribe to your list. You can disallow a 
single e-mail address by adding that e-mail 
address (you@yours.com) to the black list. In 
order to activate the black list, click on turn on 
black list.  After doing this, it should say “Black 
List Rules are inactive”.  Then to add an email 
address to the black list, simply type in the email 
address, and then click on Add.  If you want to 
remove an email address, check the name(s) and 
then click on Delete Checked. 
 
You can also use the black list to match a part of 
an e-mail address, adding '.com' to the black list 
will disallow anyone that has '.com' in their e-mail 
address. 
 
Black List Options 
Move e-mail addresses that have just been 
unsubscribed to the black list – Check to enable 
 
Allow past subscribers to subscribe again, even 
though they are black listed – Check to enable 
 
Allow administration to subscribe black listed e-
mail addresses – Check to enable 
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Manage List Archive 
 
View Archive 
View Archive allows the user to view all 
messages sent out to the ListServ users.  
To view the message sent out, click on 
the link. 
 
Delete Checked – Check all messages 
you want to delete then click on the 
Delete Checked button.   
 
New Archived Message… - Click on 
this to archive a message, which it will 
then take you to a new page.  On the 
new page it will display a date picker.  
Select the date and time, type in a 
Subject, and then type in the Message.  
Then choose an option in the “Treat this 
message as: “ drop down list and then 
click on “Create New Archived 
Message” 

 
--------------------------------------------------------- 
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Archive Options 
Archive Your Messages  
Check to enable any messages already 
archived will still be available to your visitors 
  
Display Your Archives  
Check to enable so that messages will still be 
archived unless you choose not to above. 
Archived messages will still be viewable in 
your control panel 
  
Add a Subscription Form to the Archive 
Pages  
Check to enable so that a subscription form 
will be added with the name of the list and 
the description of list at the bottom of every 
archive page. 
  
Add a Search Form to the Archive Pages  
Check to enable to allow your visitors to 
easily search through your list's archives. 
  
Add a "send this archive to a friend" form  
Check to enable the ability so users of the 
ListServ will be able to send archived 
messages they find interesting to friends. 
 
Advanced Options  
Show archive messages until the 
message signature – Check to enable 
Archived messages will be displayed until 
double dashes ('--'), are reached in the 
message. This is a popular convention to 
clue systems that work with e-mail as to 
where the message stops and the signature 
begins. 
 
Sort Your Archives In: Choose either 
Chronological Order or Reverse 
Chronological Order for display purposes 
 
Show Archive Dates with The :  Choose 
Day, Month, Year, Hour/Minute, and 
Seconds 
 
Publish your archives index in RSS – 
Check to enable this feature 
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Manage Copy 
Email Messages 
You can customize many of the e-mail messages 
WebCUR ListServ sends. WebCUR ListServ 
uses 'Pseudo Tags' to represent data that may 
change regularly. Use the Pseudo tags to 
represent Information like subscription or 
unsubscription links or your list name. The entire 
list of available tags is in the table after the 
conclusion of this section.  Make changes as 
needed and then click on the Save All Changes 
button.  Clear All Changes will clear all changes 
made since entering this screen. 
 
Subscription Confirmation E-Mail:  
This e-mail is sent when someone requests to be 
subscribed to your list.   
 
Unsubscription Confirmation E-Mail:  
This e-mail is sent when someone requests to be 
unsubscribed to your list 
 
Subscription Successful E-Mail Message:  
This e-mail is sent after the confirmation e-mail 
and the person replies to the confirmation. 
 
Unsubscription Successful E-Mail Message:  
This e-mail is sent after someone unsubscribes 
from your list. 
 
Mailing List Message (Text Version):  
This is the mailing list message (Text Version). 
The bottom of the e-mail should at least provide 
how to unsubscribe from the Mailing List. 
 
Mailing List Message (HTML Version):  
This is the mailing list message (HTML version). 
The bottom of the e-mail should at least provide 
how to unsubscribe from the Mailing List. 
 
Not Allowed to Post Message:  
People who are not allowed to post to the list wil 
receive this message. 
 
Send Archived Message to a Friend (Text 
Version):  Message sent to a Friend text version 
 
Send Archived Message to a Friend (HTML 
Version):  Message sent to a Friend in HTML 
version  
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This Tag Is Replaced With 

[subscriber_email] The e-mail address of the subscriber 

[list_name] The name of your list 

[list_info] The description of your list 

[list_privacy_policy] The privacy policy of your list 

[list_owner_email] The list-owner's e-mail address 

[list_admin_email] The list-administrator's e-mail address 

[program_url] 
The url of this script, 
http://demo.webcur.com/webcur2/apps/ems/skins/demo/listserv/mail.cgi 

 
 
 
 
 
HTML Messages 
You can customize many of the HTML 
screens WebCUR ListServ produces. 
WebCUR ListServ uses 'Pseudo Tags' to 
represent data that may change regularly 
(see table above). 
 
Subscription Confirmation Screen:  
This text is shown after someone enters 
their e-mail address to subscribe to your 
list 
 
Subscription Successful Screen:  
This text is shown after the subscriber 
clicks on the confirmation e-mail’s 
subscription link 
 
Unsubscription Confirmation Screen:  
This text is shown after someone enters 
their e-mail address to unsubscribe to 
your list 
 
Unsubscription Successful Screen:  
This text is shown after someone 
unsubscribes 
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Create Back Link 
Enter Your Website's Name and its Web 
Address to create a back link in pages 
presented to your visitors, then click on 
Change Back Link. Both the Site Name 
and Site URL are needed to make the 
link. Just leave both text fields blank to 
remove the link. 

 
 
 
Manage Appearance 
Edit Template 
WebCUR ListServ uses 'pseudo tags' to 
format its information on a webpage. 
These tags are replaced with the 
information they represent when shown 
to your visitors. The pseudo tags 
available are at the bottom of this 
screen. 
 
There is also the alternative of using 
another URL as the template.  Simply 
select Use this URL as the template 
and then enter the URL of that page 
underneath.  Then you can Preview the 
Template  in another window, Change 
Template  and save changes, Clear 
Changes to any changes made, or 
Revert to Default, which goes to the 
default settings. 
 
It is recommended knowing HTML and 
CSS (Cascade Styling Sheets) before 
changing any of this information. 

 
This Tag Is Replaced With 

[dada] 
Instructions, warnings and general information. 
this tag is needed think of this tag as the 
content of your webpage.  

[message] 
A brief header describing what the message 
on the screen is about 

[version] Shows the version of the script 
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Subscription Form HTML 
The Subscription Form is the 
HTML form placed on your website 
so that users may signup.  You 
may change what the signup form 
will look like by typing what you 
want in the text boxes below.  Click 
set to change the code in the main 
text box, click preview to see what 
it will look like. 
 
Form Field Size – Select small, 
medium or large. 
 
Form Field Label – Enter the 
name of the Form Field Label 
 
Put Subscription Unsubscription 
Radio Buttons? – Select either no 
or yes to display radio buttons 
 
Button Label – Enter the name of 
the button to be displayed on the 
subscription form 
 
Preview HTML – This will open a 
new window in which the new 
Subscription Form HTML will show 
up.   
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Revisions 
________________________________________________________________ 
 
Content and Screen Shots 12-01-04 BEE 
 


